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District 8, Consultant Services Unit
Invoice Guidelines “On Call” Contracts

. All invoices should be on Consultant’s letterhead for all pages with page
numbers.

. Consultant’s address, phone number, and fax number should be
preprinted on each invoice.

. ldentify Contract Number, Task Order Number, Task Order Period of
Performance (POP), Task Order Amount, Invoice Number, Invoice Date,
and Billing Period. (Update according to any amendments.)

. Do not exceed the Task Order Amount.

. Have a unigue invoice number that follows a consecutive (sequential)
numbering system for each Task Order.

. Invoice Date: If a revision or a supplemental is necessary, the Invoice
Date needs to be updated at the date of the revision.

. The Billing Period should be within the Task Order Period of Performance.
. Direct Labor Costs: All charges should have a sub-total by Project
Number, Work Breakdown Structure (WBS) to the level as described on

the Task Order Cost Proposal, Hours and Labor Cost.

. Each invoice should include a breakdown of billing rates as listed in the
task order cost proposal and hours worked for each staff member.

10. Other Direct Costs: If applicable, each invoice should include required

documentation for other direct costs (ODC), such as Travel Expense
Claims, receipts for supplies and or services.

11.Sub Consultant Costs: (Summary of Sub invoice)

Identify Name of Sub Consultant, DBE/DVBE/SBE Certification (if
applicable), Invoice Number, Project Number, Work Breakdown Structure
(WBS) to the level as described on the Task Order Cost Proposal, Hours,
Labor plus ODC.

12.Project Summary (Prime + Subs):

Identify by project the EA Number, Project Number, Work Breakdown
Structure (WBS) to the level as described on the Task Order Cost
Proposal, Hours, Labor, ODC and total Labor and ODC.



13.Approval Signatures: Invoices should be signed by the Consultant’s
Contract Manager, attesting to the invoice accuracy, and approving all
costs billed.

14.Sub Consultant Invoices: (See sub invoice sample)
When billing for Sub Consultant the invoice format must be the same as
the Prime Consultant’s invoice format and must be signed by the Sub-
consultant’'s Contract Manager and approved by the Prime Consultant's
Contract Manager.

Additional things to remember:

Do not reformat the invoice.
Invoice separately for each task order.
The font size on the invoice should be no smaller than Arial / 12 Pt.

Contract Summary Report: Two copies must be submitted with each
invoice package.

Project Progress Report: Two copies must be submitted with each
invoice package.

Mailed invoice packages should include an original invoice plus two
copies and one set of back-up. Preferably submitted on or about the
same time every month, and addressed to the Contract Manager.

Submittal of complete invoice packages should follow the Budget
Detail and Payment Provisions section of your contract: “Invoices shall
be submitted no later than 45 calendar days after completion of each
billing period.”

“Notes:” This section is for your use. Feel free to comment on any
changes, additions, or explanations.



PRIME CONSULTANT COST PROPOSAL

SULTANT LETTERHEAD (Company Name, Address, Phone No. & Fax No.) REVISED: 3/28/13
Page 1 of X
Attn: (Contract Manager)
State of California

Department of Transportation Contract No.:
District X Task Order No.:
(District Address) Task Order Amt.: (Enter the total amount of the Task Crder)

Task Order Period of Performance: (Enter dates from Task Order)

Prime Consultant Costs:

Direct Labor Costs:

Billing Rate Billing Rate Amendment
Employee Name Classification eq./OT (R/Q __ Project No. WBS 7/1/12-12/31/12 Hours | 1/1/13-6/30/13 Hours Hours Labor Cost
A Project Manager Reg 08000000043 100 $210.00 5 $220.00 3 2 $2,150.00
SUB-TOTAL 08000000043 100 5 3 2 $1,930.00
A Project Manager Reg 08000000043 270 $210.00 -] $220.00 4 2 $2,370.00
B ARE/Construction Inspector _|Reg 08000000043 270 $128.00 150 $138.00 80 25 $33,690.00
C Dffice Engineer Reg 08000000043 270 $115.00 150 $125.00 80 25 $30,375.00
SUB-TOTAL 08000000043 270 305 164 52 $51,530.00
A Project Manager Reg 08000007043 270 $210.00 5 $220.00 1 2 $1,710.00
B ARE/Construction Inspector |Req 08000007043 270 $128.00 150 $138.00 15 25 $24,720.00
C pffice Engineer Reg 08000007043 270 $115.00 150 $125.00 15 25 $22,250.00
SUB-TOTAL 08000007043 270 305 3 52 $51,530.00
Total Prime Consultant Direct Labor Cost : 615 198 106f $104,990.00
Other Direct Costs:
Name / In House / Vendor] Description Reference N Project No. WBS Unit Price _jlo.of Units 0DC
B Per Diem for Field Crew 08000000043 270 $280.000 10 $2,800.00
SUB-TOTAL 08000000043 270 $2,800.00
Total Prime Consultant Other Direct Cost: $2,800.00

Total Prime Consultant Cost: | $107,790.00

b-Consultant Costs:
(Attach Detail Sub-Consultant Cost Proposal in the same format as the Prime)

Name of Sub-Consuitant DBE/DVBE/SBE Reference/Description Project No. WBS Hours Labaor obCc Labor + ODC
ABC Consulting DBE 08000000043 100 9 $1,930.00 $0.00 $1,930.00
SUB-TOTAL 08000000043 100 9 $1,930.00 $0.00 $1,930.00
ABC Consulting DBE 08000000043 270 74 $9,210.00 $860.00 $10,070.00
SUB-TOTAL 08000000043 270 74 $9,210.00 $860.00 $10,070.00
123 Engineering DVBE 08000007043 270 35 $5,000.00 $300.00 $5,300.00
SUB-TOTAL 08000007043 270 35 $5,000.00 $300.00 $5,300.00
Total Sub Consultant Costs: 118 $16,140.00 $1,160.00 $17,300.00
Total Hours Total Amount

Grand Total (Prime + Subs): | 1037 | | | 1$125,090.00

EA No. Project No. WBS Hours Labor 0oDC Labor + ODC
007173 08000000043 100 19 $3,860.00 $0.00 $1,930.00
SUB-TOTAL | 08000000043 | 100 19 $3,860.00 $0.00 $3,860.00
007173 08000000043 | 270 595| $60,740.00| $3,660.00 $64,400.00
SUB-TOTAL | 08000000043 | 270 595| $60,740.00( $3,660.00 $64,400.00
4440U3 08000007043 | 270 423| $56,530.00] $300.00 $56,830.00
SUB-TOTAL | 08000007043 | 270 423| $56,530.00( $300.00 $56,830.00
Total: 1037] $121,130.00] $3,960.00] $125,090.00

Approval Signatures:

| the undersigned hereby certify that | have examined the charges contained in this cost

proposal and that they are true and correct to the best of my knowledge. APPROVED:
‘nted Name Here) Date (Printed Name Here) Date
isultant Contract Manager Caltrans Contract Manager




SUB CONSULTANT COST PROPOSAL

CONSULTANT LETTERHEAD (Company Name, Address, Phone No. & Fax No.) REVISED: 3/28/13
Page 1 of X

Attn: (Prime Contract Manager)
Prime Consultant Company
Prime Consultant Address

Prime Consultant St, City,

Contract No.:

Task Order No.:

Task Order Amt.: (Enter the total amount of the Task Order)

Task Order Period of Performance: (Enter dates from Task Order)

Sub Consultant Costs:

Direct Labor Costs:
Billing Rate Billing Rate Amendment
Employee Name Classification Reg./OT (R/0)| Project No. WBS 7/1/12-12/31/124  Hours  |1/1/13-6/30/13] Hours Hours Labor Cost
A Project Manager Reg 08000000043 100 $210.00 5 $220.00 4 2 $2,370.00
SUB-TOTAL 08000000043 100 5 4 2 $2,370.00
B ARE/Construction Inspector Req 08000000043 270 $123.00 31 $132.00 10 3 $5,529.00
9] ARE/Construction Inspector Reg 08000000043 270 $123.00 31 $132.00 10 3 $5,529.00
SUB-TOTAL 08000000043 270 62 20 6 $11,058.00
I
Total Sub Consultant Direct Labor Cost : 67 24 8|  $13,428.00
Other Direct Costs:
Name / In House / Vendor] Description Reference No.| Project No. WBS Unit Price [No.of Unit_s_l_ oDC
A Per Diem for Field Crew 08000000043 270 430.00 1 $430.00
B Per Diem for Field Crew 08000000043 270 430.00 1 $430.00
SUB-TOTAL 08000000043 270 860.00 $860.00
Total Sub Consultant Other Direct Cost: $860.00

Grand Total: |

Total Consultant Cost:

Total Hours

[s1a:288.00

Total Amount

99| I

$14,288.00

EA Project No. WBS Hours Labor ODC_ | Labor + ODC
007173] 08000000043 100 11|  $2,370.00 $0.00 $2,370.00
SUB-TOTAL | 08000000043 100 11| $2,370.00 $0.00 $2,370.00
007173] 08000000043 270 88| $11,058.00 | $860.00 $11,058.00
SUB-TOTAL | 08000000043 270 88| $11,058.00 | $860.00 $11,918.00
Total: 99| $13,428.00 | $860.00 $14,288.00

Approval Signatures:

| the undersigned hereby certify that | have examined the charges contained in this cost
proposal and that they are true and correct to the best of my knowledge.

APPROVED:

(Printed Name Here) Date

Sub-Consultant Contract Manager

(Printed Name Here)
Prime-Consultant Contract Manager

Date




CONTRACT SUMMARY

Date: 1/1/2002
Contract Number: 08A0XXX
Description of Contract: On Call Construction Inspection
Period of Performance: 1/1/2002 to 1/1/2005
Consultant: XYZ Engineering
Contract Contract Contract
Total Total Billings Total
Amount to Date Remaining
$ 1,000,000.00 $ 200,000.00 $ 800,000.00
Total
Contract Contract Percent
Amount Goal Usage
DBE $ 100,000.00 17% 10%
DVBE
SBE
Total Total
Total Previous Current Billings Remaining
Task Order Begin Date End Date Amount Billings Billing to Date Amount
1 1/1/2002 1/1/2003 $300,000.00 | $ 40,000.00 $ 10,000.00 $ 50,000.00 | $250,000.00
2 1/1/2002 1/1/2003 $100,000.00 | $ 38,000.00 $ 2,000.00 $ 40,000.00]) % 60,000.00
3 1/1/2002 1/1/2003 $ 50,000.00|$ 10,000.00 $ 40,000.00 $ 50,000.00 % =
4 1/1/2002 1/1/2003 $100,000.00 | $ 10,000.00 $ 50,000.00 $ 60,000.00 ] $ 40,000.00
$550,000.00 | $ 98,000.00 $102,000.00 $200,000.00 | $350,000.00




PROJECT PROGRESS REPORT

REVISED: 4/30/14

TO:

COPIES TO:

FROM:

DATE:

Chee Ong / CT-08

June 30, 2010

CONTRACT NO:

PROJECT NO:

PROJECT:

PROGRESS PERIOD:

Progress has taken place for the reporting period as summarized below. Please request from the author any clarification desired.

PROGRESS DURING THIS PERIOD

Task Order #1 (PN 08-0000-0004-3): Work on this task order continued. We attended

constructibility review meeting on 3/5/03. We prepared responses to review comments

during the month.

Activity Code

Task Description

Estimated Percent

Complete
100 Perform Project Management 60%
185 Perform Base Maps and Plan Sheets 90%
230 Prepare Draft PS&E 35%
255 Circulate, Review, and Prepare Final District 0%

Package

Note: Please submit two Project Progress Report per Task Order.




6¥61-P2E-016 0} X4 Jo AoB e jop@alecoapessauisng|iews o} jlew3 ‘AjunpoddO oiwouodg pue ssaulsng Jo 300

1aBeuey jpenuon

:Ado9 (2)
‘lewBuo (1)

‘(paanbay) NOILNGIMLSIA AJOD

31va

HIFGWNN INOHd SSINISNE

FHUNLYNDIS SHIODVYNYW LOVHINOD

31va

1034400 ANV L31dW0D Si

HIFGWNN INOHd SSINISNE

NOILYWHOANI 3A08Y THL ‘4317139 ANY NOLLVYINHOANI AW 40 1838 3HL OL

FUNLYNOIS S IAILYLINISTHdTY HOLOVHINOD

1034H00 ANV 313TdWOD SI NOLLYWHOHNI SACEY JHL LVHL AJILE3D |

“Aiiue yoes 0} pied JUNOWE [ENJOE IS “SJUBWIWOD apiaoid ‘pIeme jo awi oy} B panoidde jeu;

380
UEDLIAWY UBISY JUBURUODQNS =G % HO g
a|qeoiiddy JoN =6 UEDLAWY JlJI0Bd UBISY =¥
19U10 =8 UBDLIBWY BAREN =€ 3gan
sjusWWo) UBWOM =/ uesuawy oluedsiH =g o ) $
ueisesnen =g ueslaWY YoB|g =| o
$ $| wiolL *§3000 dIHSYINMO LNSWLIWWOD TYNIDIYO
$ $
$ $
$ $
$ $
$ $
$ $
$ $
: 030IAOYd TIHILYIN
alva 3131400 89 38ANON ($)$3000 | y3qnae HIEWNN $534aav SSANISNEG ANY anNy ‘ON
INIWAV MHOM J1va dIHSHANMO NOILYOI4ILH3D 380 3NVN ANVYJINOD J3WHO4d3d XHOM W3Ll
SLNIWAVd LOVELINOD 40 NCILdI¥OS3a
% , ¥O Junowy eleys |eiaped [elol]
e 2 S (LNI¥d) NVYN JALLY.LINISIHd I HOLOVHINOD FNIdd
:HOR29S SjuL d)ejdwog Jsniy JaBeuely joeguon T
- §  ‘LNNOWY LOVHLNOD V101 $53yaav ssaNIsng - (LN1¥d) 3WVYN HOLOVHLNOD IWiHd
S}OBJJUOD) PUB JUSWAINJ0IH JO UOISIAIQ
uonepodsuel] jo EUEtmnOD Am_nmu._nn_m n
31vA NOILTdWOD LOVHLINOD|  31vd LHVLS LOVMNINOD AONIOV ONIYILSININGY ¥IEWNN HIQHO HSVL HIAWNN FOIOANI HIGWNN LOVYLINOD

‘¥18G6 VD ‘OlUSWEIZIES ‘68-SW ‘19945 N 0Z| L ‘Juswabeueyy SWwio4 pue spioday
ajum Jo 088e-vS9 (9L6) AAL 0 0L¥9-+G9 (916) IIED UOhEWIOUI JO4
gjeuwIa)e Ul S|QE|IBAB S| JUBWNJOP SIYl ‘'SSIgesip AJOSU3S UM S[ENPIAIPUI 104

92HON YAV

‘Sjewlo}

{11L0Z/90 M3N) 690€-WAY

L¥0d3d NOILVZITILN S3SIRIdYILNT SSINISNE d3OVINVAAVSIA

NOILVL1HOdSNYHL 40 LINIW1HVYH3A « VINHO4'™D 40 31VIS



‘BY6L-PZE-916 01 XV Jo robB e jop@ajesospessaulsng|ews

0} lew3 pue ‘ajep ‘ubis uay} 'wioy ay} uo (JuswaoalBy auy ul pasn Bulaq) siejjop (Ajuo) jesapad jo (Juadiad 10) |B)0) By} JajUL 10JORIU0D
By} wol 690E-INAY @Yl 8A1e0al noA aouQ "ajeinaoe pue a)a|dwod S| W0} 8y} 2INsus 0} JoJoeiU0D 8y} Ag pajigns SB WO} 8} MBINaY
:suonjoniisu| sJabeuepy Joenuon

1921100 pue a)e|dwod sI §90E-INAY B4} U0 UOIBULIOUI 8} Jey} Saljiad Jojoenuo) ainjeubls s Jojoeiuo)

'$9010} UMO 113y} Aq pawlopad yiom jo alep ay} moys 0] pasinbai aie siopesuod swud 3gQ
‘pajejdwoa Buiag se pajsi| }Jom Jo uoipod ayj Joy Wl ay) o} JuswAed sy} spew J0JoBIU0D Swld ay) usym ajep ay} Jeju] :uwnjod juawied jo ajeq
‘pouad Aed aanpadsal ayy Joj pala|dwod Sem J1apIo ¥SE | JO/PUB YIOM Sy} 9)ep au} Jajug :uwn|o) ajajdwo) Yoz aleq

‘uwnjoo ajeldoidde ay} ul 3gQ e Se UolIBdIIHaD

1aye pawlopad yiom ||g JO anjeA Jejjop 8y} Jajus '3gQ e Se paiiiad sawooaq joafoid ay) uo 3gg-uou e se yiom Buiwiopad Jojoesuoogns e

J1 "UWN|os Jg-UON 8yl Ul (Uoiesyussap Ja)e) saIAI9S Jo yiom Bujuiewsas ay) pue polad UOIIEIILSD @Y} 1O} UWN|0D 30 Sy} Ul JOJOBIUOD SIY} Ag
paluiopad anjeA [B10} 8y} JSjUs ‘SjEP UOIEIIHEap By} JAYE YJom swopad |j1S pue paliuadsp sawooaq 3gQ e se Yiom Bulliopad 1ojoeljuod e §|

18 a)sgam AyunpoddQ J1LIOUODT puUB SSaulsng J0 22140 'UoieuOdsUel] jo Juslupeda ay) SS902e ‘3gQ B JO SNJBS UOHEIYILSD Sy} WIUod 0|
"$8010} UMO J1ay} Aq pawiopad yiom jo anjen Jejjop Buipuodsaiioo ay) moys o} palinbal ale sioenuod swud 390

‘swuly 390 paiua Ag Ajuo pawiopad yiom
1O aNjeA Jg|jop 8y} J8jua 0} pasn S| uwnjod 3gd eyl "3gQ payied jou aie oym swuly Bunoeiuoogns Aq pawiopad 3I10m JO anjeA Je|jop By} Jajus
0} pasn si UWNjo2 JgQ-UoN @yl "wui au) Ag papiaoid Jo palulopad YIom JO (S)wa)l ayj Joj anjeA Jejjop ay} buliaius Jo} suwwnjod om} SeY WOy Siy |

(€12 "ALS 9U} UO US)LIM SE) JUNOWY 19BIUOD [BJOL

'SS2IPPY SSaUISNg JOJOBILOY Blllld ‘BWEN J0joRjuUOD dwild ‘(sleq uonesdx3) ayeq uone|dwo) ‘ajeq Uels jaeluo) ‘(s|qedldde ) sequinN J1epiO
YSB| ‘JaqUINN S210AU| JSGLUNN JOBIUOD BU} Jaju "a@d1oAUl Yoea yim Jabeuely joenuo) suel)e) ayj 03 papiwgns pue paje|duiod ag Jsnw wioj siy |
:sUO01}oNJISU| J0JORIIU0D

(1102/90 M3N) 690E-WAY

1H0d3¥y NOILVZITILN S3SIANdH¥ILNT SSANISNG A3OVINVAAVSIA
NOILY1HOJSNVHL 40 INIWLHVEIA » VINYOAI YO 40 31V1S



0L/0€/9 :A3SINIY

‘gefo|dwea paysi| au 0} Appoauip pred ussq aAey (g
pue ‘asfojdwe pajsi| Jo Jyeuaq ey 1oy (s)wesboud 1o (s)puny (s)ueld pencidde euy o} pied aq |Im 1o usaq aaeH (B JOBIUOD aU Ul peis) se syyeusq sbullyjeyl (g
‘sje|dwod pue 108.1109 ale pousd aA0qE aU 10} PaRILUGNS @q 0} padinbal [0JU00 SIU Jepun asimiaylo s|jolfed Auejey] (Z
‘suoponpep ejgessiwled ueyy Jayjo uosiad Aue £gq pautes saBem (N} sy woly Aposiipul 10 Aoslip Jsyjle spewl usaq aAey
suoponpep ou jey pue uosiad Aue Aq peures sebem ||ny sy} WO JUBYNSUOD PIES JO JBYSd Uo 10 0} ARoalipul 10 Ajoalp JaLjle apewl a4 [|IM 10 Uaad SABY S8}eqel ou jel ‘paules sebem (Inj Jisy}

pled usaq aney poLad ewiy paoualsyel 8A0dE ay) 10} Josfoid pres uo pakojdws suosiad |y 10BIUCO paoualajel sAode au) uo ‘eakojdwe paweu eAoqe ey 0} jusliAed esiredns Jo Aed eyl ()
:funfied jo fyjeuad tapun £3gue0 Agalay op |

>|w|T

O3y-1

NINQV

— N T |O]|O|~|o|D

# JOI0OANI

Nd

IV.1OL

#0O1

#rodd

SaM|LE [OE |6¢ [8Z |LC |92 |SC |PE |EC [CC

0c

6l

81

Ll

9l

Sl

143

£l

4}

Ll

oL 8 |2 |2 S (¥ |e |2 |}

-31vd

-31va

FUNLYNDIS 439VNVIN LO3rodd
‘FANLYNDIS 33A0TdNW3

‘ANVYN 33A0TdINT

IATdAVS L33HSINIL

FNVYN ¥IOVNYIN L03rodd
31vd

‘dold3ad oNinTig

“ON LOVHINOD
‘INYLINSNOD



STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION
INVOICE DISPUTE AND RETURNED STOCK NOTIFICATION

FA-0209A (NEW 6/2000)
1. VENDOR ADDRESS 2.
DATE
I' \’ INVOICE NUMBER
AMOUNT
L J DATE RECEIVED
CONTRACT/PO NUMBER

3. INVOICE DISPUTE >>>>>>>>>>>>>> The invoice is disputed for the following reasons:

[[] GOODS/SERVICES NOT RECIEVED [[] DUPLICATE BILLING
[[] NONCOMPLIANCE WITH CONTRACT [ ] pAmAGED GooDs
[] INCORRECT BILLING [] oTHer

4, RETURNED STOCK >>>>>>>>>>>>>> The following goods are being returned:

DESCRIPTION QUANTITY PRICE AMOUNT REASON FOR RETURN

ACTION NEEDED: _ -
| hereby certify this Returned stock applies to the original Contract/PO

[[] MATERIAL TO BE REPLACED referred to above.

D CANCEL RETURNED ITEMS FROM PURCHASE ORDER
REQUESTOR/RECEIVER SIGNATURE

|:| CORRECTED INVOICE REQUIRED FROM VENDOR

Return to the above is approved
[ ] VENDOR TO ISSUE CREDIT MEMO

AUTHORIZED SIGNATURE

5. THIS NOTIFICATION IS A FOLLOW-UP TO A PHONE CONVERSATION WITH THE PERSON FROM YOUR COMPANY WHOSE NAME APPEARS
BELOW:

PHONE
IF YOU HAVE ANY QUESTIONS REGARDING THIS NOTIFICATION, CONTACT
PHONE
NAME
DATE DISPUTE RESOLVED
RESOLUTION
INITIALS

ADA Notice For individuals with sensory disabilities, this document is available in alternate formats. For information call (916) 654-6410 or TDD (916) 654-3880 or write Records
and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.



The Prompt Payment Guide can be found at. ...
http://onramp.dot.ca.gov/hqg/accounting/PromptPayment/index.htm

Click on Quick Links — Prompt Payment Act

Prompt Payment Guide

Welcome!

Welcome to the Prompt Payment Guide developed by the Division of Accounting (DofA),
Office of External Accounts Payable (OEAP) and Office of Travel and Local Assistance
Accounts Payable (OTLA). - e

This guide was developed as a resource for Department of Transportation employees to be

able to provide information regarding the California Prompt Payment Act (the Act.)
Included in this guide are:

e prompt payment deadlines and penalties

e how to submit a complete payment.package
e disputing invoices

e forms

¢ other payment information.

If you are unable to locate the information you need, please contact your liaison in either
OEAP or OTLA.



aCCOUNTING BULLETIN

BULLETIN #:

ISSUE DATE:
TERM DATES:

TO:

SUBJECT:

PURPOSE:

BACKGROUND:

AB 15-03

January 7, 2015
January 7, 2015 - Until Rescinded

All Caltrans Employees

California Prompt Payment Act

To remind the Department of the California Prompt Payment Act, date stamping properly
submitted invoices, and disputing invoices.

The California Prompt Payment Act (Act) requires state agencies to pay the appropriate late
payment penalties if departments fail to pay properly submitted, undisputed invoices within
45 calendar days of receipt of the invoice.

To meet the 45-day timeline, the District/Program, the Division of Accounting, and the State
Controller’s Office are allocated the following number of days to perform the necessary steps
to issue the warrant to the vendor:

e District/Program: 15 Calendar Days to review the invoice, complete either the
RC Document or Paper Receiver, and submit a properly completed invoice package
consisting of the Invoice, RC Document or Paper Receiver, and other supporting
documentation to the Division of Accounting.

e Division of Accounting: 15 Calendar Days to review the invoice package, record
financial information into CGI Advantage, and submit a proper claim schedule to
the State Controller’s Office for payment.

¢ State Controller’s Office: 15 Calendar Days to audit the claim schedule and
issue a warrant to the vendor.

If the Department incurs interest penalties, the expenditures will be charged to the
organization that did not meet the above timeline.

Date Stamping Invoices

All invoices are required to be date stamped or date of receipt written in ink on the front of
the invoice by the district/program receiving the goods or services. This date must identify
the first day of the Act's 45-day timeline, the day the Department first received the invoice,
and the basis for determining interest penalties.

Invoice Dispute Notification

Districts/Programs having a conflict or dispute with a submitted invoice must immediately
notify the vendor of the concern and follow up in writing via an Invoice Dispute Notification
(STD.209) within 15 working days of invoice receipt. Invoices received prior to receipt of the
goods ordered or services performed should be disputed.

The dispute notification will stop the interest penalty 45-day timeline. Districts and
programs should work with the vendor to resolve disputes timely. The 45-day timeline will
begin when the Department receives the corrected invoice.

To dispute an invoice, employees are encouraged to create an Invoice Dispute Notification
(IDN) document in CGI Advantage as indicated in Accounting Bulletin 14-07 or manually
complete IDN Form STD.209 accessible through the Caltrans Electronic Form System.



aCCOUNTING BULLETIN

k BULLETIN #: AB 15 - 03

Quick Reference Guide

The RC Document Quick Reference Guide (QRG) has been updated to clarify that the
Received Date field on the RC Document should reflect the first day that the Department
received the invoice. The QRG is available on the Advantage and InfoAdvantage Support
Center websites.

References
Prompt Payment Act, Government Code 927 et seq.
State Contracting Manual, Volume 2, Chapter 9

CONTACT: Tiffany Tran at (916) 227-9102

This Accounting Bulletin has been approved for distribution by Clark Paulsen, Division Chief. *

DEPT. OF TRANSPORTATION. DIVISION OF ACCOUNTING. MS 33 + P.0. Box 168043 «+ SACRAMENTO CA 95816  @fbans



REVISED: 4/30/14

PRE-APPROVAL OVERTIME REQUEST

Consultant' Name Contract No. Task Order No.
Project PN: Overtime End Date
EA:

The following classifications include employees to be covered by this request.

CLASSIFICATION

EMPLOYEE
NAME

NUMBER OF ESTIMATED TOTAL
EMPLOYEES HOURS

TOTALS

Request authority to order overtime for the following reasons:

Description of work to be performed:

Evidence of work done that will be attached to this Form after completion:

() Sign in/out Logs

() Daily Diaries

() Overtime Logs () Other:

REQUESTED BY: APPROVAL RECOMMENDED:

Consultant Contract Manager Date Task Manager /Task Coordinator Date
Contract Manager Date

() APPROVED

() DENIED



6¥61-¥ZE-916 0} X4 10 Aob eo'jop@ajesoapessauisng|iews o} :jlew] ‘AjunpoddQ diwouoo pue ssauisng Jo 320
1aBeuepy JoenuO0D

:Ado) (2)

lewbuo (1) :(pannbay) NOILNEIYLSIA AJOD

31lva

¥IBWNN INOHd SS3NISNg

JUNLYNOIS SHIOVNYN LOVHLNOD

FHNLYNDIS S.3AILYINISTHAIH HOLOVHINOD

‘Alua yoes o} pled Junowe |enioe 1s17 "Sjuawiwod apiaold ‘pleme Jo awi) ay) je panocidde jey
uey) Jualayip sem (3Jom Jo way 1o) uoiezyn 3gq [enioe J| ‘JipaJo [eob 1o} palsy Ajjeuiblio aiam suully ay) Jou 1o Jayjaym ‘1al) jo ssajpiebal (s3gq) sesudieiug ssauisng pabejueapesiq pue s10joenRuooqns e s

EL:d]
UBDUBWY UBISY JUsURUOIgns =5 o 5[0] m
a|qeo||ddy JoN =6 ueslalWy ok UBISY =t
B0 =8 UBDLBWY BAREN =€ 38an
suaWWon UBLWIOAA =/ uesusWY dluedsiH =z ° w0 w
ueiseone)d =9 ueaLaWy yoe|g =| %
$ $ IVLOL 7§30090 dIHSYINMO INIWLINNOD TYNIDINO
$ $
g $
$ $
$ $
g $
$ $
$ $
i a3a1n0dd 13183 LYW
31va 3131dW0D SIEE ARCENON (8)s3002 ¥3aN3D HIAWNN $S3Yaav SS3NISNE ANY any "ON
LNIWAYd | MHOM 3Lva dIHSHIANMO NOILYOI41L430 39a ANVYN ANVAIWOD Q3INYO4HId HHOM WaLl
SLNIWAY LOVHLINOD 40 NOILdI¥083a

$ *INNOWY LOVHLNOD Tv1OL

SS3¥AAY SSANISNE

(LNI¥d) IWYN IAILYLNISIHAIE YOLIVHLINOD JNIHd

(LNI¥d) IWVN HOLOVHLINOD ININd

3.1v¥Aa NOIL3TdWOD LOVHLNOD 3Lvd LHVYLS LOVHLINOD

S}OBNUOY PUE JUSLLIBIND0I JO UOISIAIQ
uopepodsuel] jo juawpedsq

AONIOV ONIYILSININGY

(e1qeondde y)
HIGNNN ¥IAHO NSYL

HIGWNN 3DIOANI HIBWNN LOVHLINOD

v18G6 YO 'ojusweloes ‘68-SN '19ans N 0Z 11 'uswabeue|y swio4 pue spioday

aum Jo 088e-¥59 (916) QAL 10 0L¥9-+59 (916) |[BD UoHEULIOUl JOJ

SlewIs)e Ul S|qelieAB S| JUSWNIOP SIY) ‘Saljiqesip AIOsuas UPMm S[enplalpul Jo4

22110N Vav

‘S}EeWLIO)

(1102/90 M3IN) 690€-NAY

1¥0d3d NOILVZITILN SISRIdYILNT SSANISNE A3OVINVAAQVYSIA
NOILV.LHOdSNVL 40 LNIWLHVAIA « VINHOSITYD 40 I1VIS



‘BYBL-FZE-916 01 X4 10 AoB e jop@aleaoApessauisng|ews

0} jlew pue ‘alep ‘ubis uay} ‘wuoj ay} uo (Juswaalby ayl ul pasn Buiaq) siejjop (Ajuo) |esapad jo (Jusolad 10) [B)o) BY) JBjUs ‘10}oBIUOD)
ay) Woll 690S-NAY 2} 2AIe2al noA aouQ '8leindoe pue a)a|dwod S| Wioj 3y} 8INSua 0} JOJoRIjUOD 8y} Aq pajiwgns Se Wio) ay) malnsy
‘suonaniisu| saabeuely joeNU0D

"108.102 pue 8}9|dwo? S| §90S-INAY Y} U0 UoHeWw.IoUl 8y} Jey}l Sayia9 Jojoeljuos :ainjeubis s,10j0e1juo)

'S8210} UMO JIay} Ag pawlopad yiom Jo alep ay} moys o} palinbai ale siojoesuod swud 3gg
‘paje|dwoa Buiaq se pajs|| }om jo uoiuod ay) Joj uuy ay) o) Juswded ay) spew J0joeljuod awld ay) usym ajep ayj Jsjug :uwnjod juawied jo ajeq
‘pouiad Aed anjoadsal ay) Jo} paje|dwiod sem JapIo YSB| JO/PUB JIOM Y} 8lep 8y} Jajug :uwnjo) ajajdwon YoM 3jeq

‘uwnjod ajeudolidde ayj} ul 3gQ B Se uoIBIINS

Ja)e palulopad }IoMm || JO anjeA Jejjop 8y} Jajus 'Jg( B Se payiuad sawodaq josfoid ay) uo 3gqg-uou e se yiom Bujwiopsd Jojoeijuoaqns e

J| "UWIN|O9 3gQ-UON @Y} Ul (uonedILa3ap Jaye) S82IAISS J0 yiom Buluiewsl sy) pue pouad uoljediad ay) 1o} uwnjod 3gQ ay} ul J0JOBIuoI siy} Ag
pauLiopad anjea [Bjo} auyy Jajua ‘9yep Uoljedliesap sy} Ja)e ylom swiopad |j1is pue peiiuesap sewodaq 3gd e se yiom Buiuuoped Jojoenuo e

'004L-v2€ (9L6) 10 9p£9-018 (998) 234 |10} |[BD Jo Wi PaLiiad ™ pul/deq/bU/ACE B3 10D MM ANy
e ajisgam Ajunpodd(Q diwouod] pue ssauisng jJo 321y ‘uonjepodsuel] jo juswpeds ay) ss822e ‘Jg( B JO SNIeiS Uoljediiad ay} Wiiuod o

'$8010} UMO J18y) Ag pawiopad 3lom Jo anjea Jejjop Buipuodsalios ay) moys 0} palinbal aie sio)eluod swiud 3gq

‘SWI 390 pauipeo Aq Ajuo pawopad yiom
1O anjeA Jejjop ay} Jajua o} pasn Si uwnjo2 39 2yl ‘3gq pamuad jou are oym suwull Bunoesjuoogns Aq pawiopad y1om Jo anjea Jejjop ay} Jajua
0} pasn sI Uuwnjo2 Jgg-uoN ayl ‘wuiy ay} Aq pepiroid Jo pawlopad yiom jo (s)wall ay} Joj anjea Jejjop ay} Bulsjua 10} SUWN|0D OM} SBY WLIO} SIY ]

(€12 "ALS @Y} Uo USRUM Se) JUNOWY JOBJUOD [Bj0 ]

'ssalppy SsauIsng J0JoeluO) awld ‘aweN Jojoeljuo) swld ‘(s1eq uolelidx3) ejeq uolg|dwos) ‘ejeq Hels 1oenuo) ‘(ajgedydde y1) saquunp JeplQ
3Se] ‘Jaquinp 8210AU| ‘I1aquINN JOBIUOD Y] Jajug ‘9210AUl Yoea ypm Jabeuey j1oeljuo) suelyes ayj o) papiwgns pue paja|dwod aq Jsnw Wwioy siy |
1SUO0I}9NJISU| J0JIRIIU0YD

(1102/90 MAN) 690E-NAY

1¥0d3d NOILVZITILN S3SIRIdY¥3LINT SSINISNE A3OVINVAAVSIA
NOILV.LHOdSNYHL 40 LNIFWLHVAIA - VINYOSITYO 40 JLVLS



Lo} Xs|X'bLF0ISenbay Juawisnipy pund L

00°000'01% W10l
IBN yseL Aq pajsenbay oulpJeulag ueg Jo jusweAeday] ynws uyor 00°000'S$ £-£550-0000-80 0] 4%=[¢]
1D\ JSeL Aq pejsenbey oulpjeuiag ues Jo juswaAeday] yyws uyor 00°000'6$ £00cze
H

:NOILIGAV annd
00000018 IWLOL
BN JSeL Aq peisenbey SpISIaATy Jo JusWwieneday | e0Q auer 00000018 | ©7020-000080 | enowvy
1senbay 10} uoseay 3aopp o uonduasag 16|\ J08load junowry

:NOILONA3d aNn4

s1eq [ 1a6eUR)y PRIUOD SURIYED s18q / 1e6RURH YSBL SuBLR) aeq / Jebeuely J0R1UOD JURYNSUOD)

X X X

HIASNYHL Nd H

XX/XX/XX :3LVA TVLLINGNS NOLLIGQY Nd []

X 49pJQ YseL - XXXXV80 ON joesuo)
1S3NO3Y INJNLSNrav adNnd

FLIOE/Y (pasIney




'suoleso|e
109loid pasiaal 1oy} uiypm paadold Aew JuelnsuoD ay} ‘awn sy} Iy "wuo} 1senbay juswisnipy pun4 pue Y juswyseny
19pIO Yse| pasinal panoidde ayy jo Adod e ypm papiroid aq ||m Joysanbal ayy ‘paulelqo ale sainjeubis eaoidde 20uQ (¥

‘sainjeubls jeaoidde
paiinbal Buiuiewsa. uieyqo |Im oym Jabeuey Joeijuo) suere) ayj o) sbuipuly paylaA (rew-s ||im isAjeue paubisse au| (e

"uol}e20||e UoISIAIP
9V JUaLIND By} UIyIM Ajjige|ieae puny pue ‘Aupijea (s)1oafod jo Jajsuel) Jo/pue uonippe AjuaA ||im jsAjeue paubisse syl (g

wio4 Yy 8jeq pue ubis

awies ay} 8q p|noys s[ejo] UonIppy pue uoionpag pund .
uoijo8g UoHIppPY pund .

uoI199g uondnpaqg pund

lajsuel] Nd Jo/pue uolppy Nd %99YQ »

9jeq [epwans ,

Jlaquinp JeplQ Ysel .

laguinp joejjuoy .

+ SPIdl} paiinbay

‘lenosdde pue Buissaosoud 1oy jsAjeue paubisse ayj :00 pue ssbeuey
10BIUOY) SUBJ}ED 3U) 0} 4(d ¥ [1ew-2 10 JaA|ap puey pue }sanbay juswisnlpy pun4 ay) eje|dwoo o} si Jojsenbaiayyl ()

Y 1L/I0E/Y ‘PasIAeY
suol}onJsu| }senbay Juawysnipy pundg



